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Creating email groups with

Blackboard
Step 1

Open the course or community organisation you that you want the email group to be
based from. Then activate the “control panel”.

Step 2

Click the “Manage Groups” button.

Step 3

Click the “Add Group” function.

Step 4

Give your group a name eg:
“Form Tutors”.

A description of the group is
helpful but not necessary.

Step 5

Activate the “Group Email
Available” box.

Step 6

Click “Submit” then click “OK”.
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Step 7

Click the “Modify” button.

Step 8

Click the “Add Users to Group”
function.

Adding users to the group

Step 9

Type in part or all of the last name
of a person you want in this group.

Step 10

Select the “Add” button then click
“Submit”.

Repeat steps 9 & 10 until the
email group in populated

You can find an online version of this user documentation plus other useful resources at

www.timkitchen.wikispaces.com


